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Introduction

Use this manual to take you through the four simple steps of responding to an eRFx naotice invitation.

When responding to an eRFx Notice you will need to:

e Have downloaded and read the eRFx Notice Documents.
e Know the Tender ID number of the eRFx notice.
e Have all the documents you wish to submit to the Electronic Tender Box(es).

You can use the Back button to go back to previous steps at any time.

eRFx Notice Documentation
eRFx Notice Documentation can be available through a Public eRFx Notice, which you can receive as an
email alert. To receive the alerts you will need to have your profiles selected.

Alternatively, a purchaser may send you a Private Invitation to tender. Both options will allow you to click on
the Download Documents link in the email sent. You can also access the eRFx Notice details and
documents by copying and pasting the eRFx number supplied in the email into the View a Specific Tender
Link on the Dashboard.

' NOTE:

The examples below are for a Private Invitation. To access Private eRFx Notice Documentation, you must
first be invited by the Purchaser via the TenderLink system.

Downloading the eRFx Notice Documents

As a supplier you will have received an email inviting you to respond to the eRFx Natice (Figure 1).

1. Click on Download the Tender Documents for this Notice link within the email, which can be
found under the Options heading.

Friday, 13 May 2011 Account Number : 1987363
Demo Electrical Pty Ltd Looking for more Tenders?
111 Gloucester Street CLICK HERE
SYDNEY NSW 2000

AUSTRALIA

Send me my L ogin Details

Adtention D Emo

Hello D,

The following private tender has been published by BDM Demonstration Site for which you have been invited to respond.

IMPORTANT: To respond to this tender you must first download the documentation by clicking the link shown below under "Options™.

WIRING AND ELECTRICAL PLUS MAINTENANCE OF A WAREHOUSE

This tender is BOM Demonstration wishes to invite suppliers to submi resp for the i ion of electrical components / wiring for
CURRENT our newly constructed storage warehouse. This will also include regular maintenance and alterations / upgrades to the
wiring setup over time.
- TenderLink Ref :
BDMDE-502333 - A deposit of AUDS120 (inc. GST if any) is required to accompany any bids submitted for this tender.
- Type of Notice :
Request for Tender

- Region $82.50 GST inclusive
Mew South Wales

- Contract Value :
Under 100,000

@  Closing Daterlime

12/07/2011
5:00 p.m. NSW

BOM Demaonstration Site

Figure 1: An Email Inviting the Supplier to Respond to the Private eRFx Notice.
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Alternatively, log on to the TenderLink.com Notification E-Tendering portal (or TenderLink.com third party
portal, whichever you are registered on).

1. Inthe portals, under the Dashboard menu option, click on All Current Tenders (under the search
tenders heading).

Dashboard
our details search tenders online help
@  Our Company Details @ Al Current Tenders @  Online Help
@  Our User Details @ MNew Search @  Online Manuals
@  Our Current Statement @ View a Specific Tender Number @ Contact Us
@ Online Payments @  Previously Viewed Tenders
@ Search My Profile(s) support
my details @ Resources Page
@ My Profiles tender submissions @ Terms Of Service
@ Search My Profile(s) @ Submit Notice Responses @ Privacy Policy
@  Previously Viewed Tenders @  View Motices Responded To @ Frequently Asked Questions
@ View Tender Forums @® Contact Us
® view Contractor Lists

Figure 2: The Dashboard Screen, All Current Tenders.

2. Click on the eRFx reference number (Figure 3).

The following 2 tender notices are open. If you wish to views tenders by Industry Category | use the "Search Open Tenders" option. Pleaze note that in
order to dovenload tender documerts, or to rezpond to an electronic tenders how, this iz only svailsble to registered suppliers inoour system.

RFx Ho. Summary Closing
EOMDE-S03019  Test Forum Setup OSO72011 800 a.m. HEW
EIDMDE-SQ2983 wWhiring and Electrical plus Maintenance of aWarehouse 130752011 5:00 pom. BREW

Figure 2a: The All Current Tenders Screen.

OR subscribers to https://www.tenderlink.com/natification/index.html can log into their account.

3. Click on the link View a Specific Tender Number from the dashboard screen.

4. Enter the eRFx Notice number provided on the tender natification email.

Dashboard

our details search tenders online help
@®  Our Company Details @ Online Help
@  OurUser

@  Our Showcase Details
@  Our Cument Subscriptions
@® Ourl atement
@  Online Payments tender submigsions
@  Submit Notice Responses
my details @ View Notic d To

Privacy Policy

Frequently Asked Questions

Contact Us

Figure 3: The Dashboard Screen, View a Specific Tender number.

5. This will take you to the Details for Notice Screen for the eRFx Notice (Figure 4).

TENDERLINK
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6. Under the Options heading click the link Download the Tender Documents. This will take you to
the Download Authorisation for Tender screen (Figure 5).

Details For Notice #BDMDE-502983
WIRING AND ELECTRICAL PLUS MAINTENANCE OF A WAREHOUSE

e BOh Demonstration wishes to invite suppliers to submit responzes for the installstion of electrical
CURRENT components £ wiring for our nesely constructed storage wearehouse. This will alzo include regular

maintenance and afterations fupgrades to the wiring setup over time.
- TenderLink Ref :

BLOMWDE-S02023
- Type of Motice @
Request for Tender

- & depost of LEEFTR0 (inc. GSTif any) is regquieed to accompany any bids submitted for this

- Region :
Mews South Wales
- Contract Yalue :
Under 100,000

Options :
| Download the tender documents for this notice - Mo charge
- Request the physical documents that are not available online @
- Post guestions or comments to the online forum for this tender @

ﬁ Closing DateTime - Wiesw contractor contact details @)
et P - Thiz tender haz an Electronic Tender Box available @)
S:00 p.m. NS

- Meed Aszzistance in Wiiting Tender Responzes?
- Upcoming TenderLink Workshops
Erirt this tender notice

You have already responded Yes to the tenderer, wou can change your decizion by clicking either of
the options below:

lintend to respond

do MOT intend to respand

BLM Demonstration Site

Figure 4: Details for Notice Screen.

7. Click in the box in the Download Authorisation screen (Figure 5) to agree to the Terms of Service.

8. Click Request Documents to continue.

9. If the purchaser has decided to allow other registered users to view the supplier details you will also

need to check a second box to agree that your contact details can be made available. This is the
contractors list (Figure 5).

Download Authorisation for Tender #BDMDE-502983

Before being able to downlosd these documents you must first agree to our Terms of Service - in particular Clause 7.0 (to view click here). Once you
have agreed to these condtions, click "Reguest Documents" to obtain the tender documents.

| acknowledge that | have read, understood and hereby sgree to the Terms of Service of TenderLink.com

In dovenlosding this document | hereby agree that my contact detailsz can be made availsble to other registered uzers who express an interest in
providing subcontractor inputs to this tender .

=t Documents

Figure 5: Requesting the eRFx Notice Documents.

Document Fee

The purchaser may wish to charge a fee for the download of the eRFx notice documents, (AUD $82.50 in
this example. Figure 7). If this is the case:

1. Click OK and you will be taken to a secure Payments Options screen (Figure 7).

2. Enter your Card Number, Expiry Date, Name on Card, Security Code and an order number (if you
require one).

TENDERLINK



IMPORTARMNT
BDM Demonstration Site has =et & charge to dovwnload these documents directly.
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Figure 6: A Charge for Downloading Documents.

3. Click on Make Online Payment button to complete the transaction.

4. A payment accepted message will appear to confirm your payment (Figure 8).

Online Payments (Prices are shown in AUDE)

The following iz a summary of vour organizations current and overdue invoices.

Current Invoices
0
30.00

Overdue Invoices
0
0.00

Humber
Amount Owing

@ | wish to pay off all our invoices
© I wish to pay off only our overdue invoices

) 1 wish to pay off a selection of our invoices

Card Humber [ XHOKXXXXHXXKXXX | Total Amount 82.50
Card Expiry 11 + 2012 -
Hamie On Card | J Bloom |

Card Security Code

I

Make Payment Mow

security of your transaction, your |P address (203.57.207.132) will be logged.

& v ]

WARMING: We take credit card fraud serioushy. In order to combat use of fradulent credit card information, and to ensure the

SECURED BY

Warr,

AUD

Figure 7: The Payment Options Screen.

5. Click OK.

“our online paymert vwas accepted.

Figure 8: Payment Confirmation.

TENDERLINK
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Download Documents

1. Inthe Download Documents screen (Figure 9) click on the Download Documents link to
download the eRFx Notice Documents.

Download Documents for Notice #BDMDE-502983

The documents showing below are available for downlosd. Should any future addendum notices be izsued, these will be notified to you automatically
once you have dovwnloaded the original document stion.

The file you dovwnload is a zip file (448 kb)) containing the following tender documerts:

® ERFx_Pricing pof
® FRFx_Specifications pdf

If for any resson you have difficulty downloading these documents, please contact our Customer Services staff. Akernatively, wou may download the
documents at any time without incurring sdditional fees (if document fees are payable)

To proceed, please click "Dowenload Documents" below,

HOTE :

The Purchaser, BOM Demonstration Site, have indicated that further documerntstion is awailable "offline” that could not be included with the "online”
documentstion showing above,

once you have dovwnloaded the documents, please click "Request physical Documents" and this will automatically notify the Purchaser wwho will send
the "offling” documents to you via post shorly.

Download Documents - @ Reguest Physical Documents Make Submission Contractor List

Figure 9: The Download Documents Screen.

2. You will be prompted to save (or open) the Zip file to your computer.

Message from webpage @

. IMPORTANT : ¥You will now be shown a download window, to
__I; download the tender documents,
Please choose Save, to save the file to your own computer before trying
to extract and view its contents,

Figure 10: Important Download Note.

3. Click OK (Figure 10).

Further Options on the Tender Details Screen

The Tender Details screen (Figure 4) has a list of actions available as links under the Options
heading.

Requesting Physical Documents:

If there are physical documents that need to be obtained, you can request these via the document
downloads screen.

1. Click on the Request Physical Documents button (Figure 9).
2. This will bring up the Physical Documents for Tender screen(Figure 11).

3. Ensure your address and phone number are correctly entered into the ‘Your Physical Address’
fields.

TENDERLINK
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4. Click on the Request Physical Documents button (Figure 10).

Physical Documents for Tender #BDMDE-502983

The purchaser, BOM Demonstration Site, have indicated that this tender has physical tender documentation svailable that could not be included with any
online tender documerts. Thiz normally evertustes when large plans, scale drawings etc are too large in either paper or electronic file size.

If you would like these documerts to be forswarded to you by BOM Demonstration Site, please enter & physical address and click "Reguest Physical
Diocumerts" beloww.

Your Organisations Address Your Physical Address
Demo Electrical Py Ltd Physical Address : Derno Electrical Pty Ltd
111 Gloucester Street 111 Gloucester Street
SYDMEY NI 2000 SYDMEY WEWY 2000
AUSTRALIA ALISTRALIA

Ph: 9939 5151

Post Code : 2000
Phone Humber : 9539 5181

Figure 11: Request Physical Documents screen.

The email requesting physical documents hasz novw been sent,

5. An alert screen will confirm that the documentation is being sent out to you.

TENDERLINK
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